DoD 1401.1-M1

CHAPTER 4
JOB- GRADI NG STANDARDS AND GUI DES

A GENERAL CLASSI FI CATI ON STANDARDS AND GUI DES

1. Cl assifying Jobs of Full Assistants

a. Full assistants are considered to be second in command in the
organi zation or activity with full authority to act on all matters for which
the manager or supervisor is responsible. ‘An exanple of a situation that
warrants classification at this level is an organi zati on where the anmount of
work is so volum nous as to require a second person to share the nmanager’s
responsibility and relieve himor her of the day-to-day work operations.

This permts the manager to handle priority projects and crisis situations.
Anot her exanple is when the manager is required to regularly be away from
the office and the assistant nust have full managerial authority for daily

operations . In each case, in order to be classified as an assistant, he
or she nust have direct day-to-day line authority over personnel and work
operations .

b. Wen classifying a position that is considered to be a full
assistant, as outlined above, the nmanager or supervisor is graded first,
Wi thout regard to the assistant. The full assistant position is then graded
at least one |level below the final grade of the supervisor or manager.

A=
..........

C. In situations where the assistant’s authority is limted in scope,
and he or she perforns work at a |level |less than that described above (that is,
when the assistant perfornms sone of the manager’s functions and only assunes
full responsibility in the nornmal absences of the supervisor), judgenent nust
be used in determning the grade level. Under no circunstances shall an
automati c one grade differential be attached to positions titled “Assistant”

Wi thout regard to the level of authority and responsibility inherent in the
position, and positions nay be classified at any | ower grade | evel as the
particul ar conbination of duties and responsibilities of that individual
“Assi stant” position warrant.

2. Grade Evaluation Guide for Leaders in AS and PS Positions

a. This standard shall be used to grade jobs that regularly involve
| eading the work of enployees in occupations in the AS or PS categories.
Working |eaders also performwork that is usually of the sane kind and |eve
as that done by the group |ed. It is the nature of the responsibility for the
work of others , rather than the nunber of enployees involved, that distinguishes
bet ween | eader and supervisory jobs. However, when the nunber of workers is
more than six, the job shall be reviewed carefully to determ ne whether it is
a supervisory rather than a |eader position. Conversely, when the nunber of
enpl oyees is less than three, the job shall be reviewed to determ ne the pro-
priety of establishing a |eader position.
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b. Excl usi ons

(1) Enpl oyees who in performng their own work are assi sted
by hel pers, |aborers, or other |ower grade |evel workers.

(2) When the work personally performed by the |eader ex-

ceeds the grade |evel that would be assigned based on the work perforned
as the | eader.

(3) Positions that neet the requirenment for supervisory
al I ocation.

C. Titles and Codes. Jobs covered by this standard shall be
i dentified by adding the “Lead” prefix to the job title of the occupation

that the | eader technically |eads. For exanpl e: Lead Conputer d erk,
AS- 335-6, Lead Recreation Assistant, PS-189-6. Wiere the final grade of
the | eader position is based on its nonleader work, and that work is

al l ocated higher than allowed by this standard, the position shall be
classified and eval uated as a nonl eader position. However, the Lead

prefix may be left in the title as appropriate. Docunentation for the
record in this instance is advisable.

d. Range of Responsibility. Leaders are accountable to super-

visors for;

(1) Passing on to other workers the instructions received
fromthe supervisor and getting the work started,.

(2) Working along wth other enployees and setting the pace.
(3) Denopbnstrating proper work nethods.

(4) Assuring that needed material is available or is
obt ai ned.

(5) Ootaining needed information or decisions from super-
visors on. problens that occur during the work.

(6) Maintaining a current knowl edge of and answering questions

on procedures, policies, witten instructions and other directives.

(7) Ensuring that there is enough work to keep everyone in the

wor k crew busy.

(8) Checking work while in progress and when finished to ensure
that the supervisor’'s instructions on work sequence, procedures, nethods, and

deadl i nes have been net.

(9) Uging or advising other enployees to follow instructions

received from supervisors, and to neet deadlines.

(10) Ensuring that safety and housekeeping rules are foll owed.
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(11) Reporting to supervisors on the status and progress of
wor k, and causes of del ays.

(12) Answering supervisor’'s questions on overall work opera-
tions and probl ens.

Under this standard, |eader jobs are graded by adding one grade to the grade
of the base |evel of nonsupervisory work led. If the base |evel of nonsuper-
visory work led is AS-7 or PS-7, the leader job nust be classified in the

UA, category, in accordance with job-grading standards for this
cat egory.

3. Grade Eval uation @uide for Supervisors in AS and PS Positions

a. Coverage. This standard is used to grade jobs that involve
supervision of three or nore enployees in occupations in the AS or PS
categories .

b. Range of Responsibility. Supervisors are accountable to manage-
ment for the quantity and quality of the work done and for assuring efficient
and econom cal work operations. They are responsible for the follow ng:

(1) Assigning, directing, and review ng the work of sub-
ordi nates and eval uating their work perfornmance.

(2) Approving or disapproving sick |eave, annual |eave, or
ot her absences from worKk.

(3) Planning, scheduling, and coordinating work operations.
(4) Solving problens related to the work supervi sed.
(5) Determning material, equipnent, and facilities needed.

(6) Explaining and gaining the support of subordinates for
managenent policy and goals (for exanple, cost reduction);

(7) Working to achieve the objectives of DoD Conponent-w de
progranms and policies, such as |abor-nmanagenent rel ations and equal enpl oy-
ment opportunity; and

(8) Dealing effectively with enpl oyees and union representa-
tives on enpl oyee suggestions, conplaints, grievances and other matters.

C. Jobs Not Covered by this Standard

(1) Jobs in which the incunbent is responsible for |eading other
wor kers and for assuring that work assignnents are carried out as described in
the separate grading standard for working | eaders. Such |eaders are not account-
able, as are supervisors, for planning, scheduling ant directing work opera-
tions; evaluating and rating subordinates on their work perfornmance; and other
supervisory duties to ensure that the work of subordinate enpl oyees neets
standards of quantity and quality.
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(2) Jobs in which the incunbent perfornms duties of a nanageri al
or executive nature in the UA category. (Such positions are classified in
accordance with the OPM “Position C assification Standards for General Schedul e
(GS) Positions” (reference (h)) and applicable DoD classification guides).

d. Titles and Codes. Jobs covered by this standard are identified
by using the series code and adding the word “Supervisor” to the job title of
the occupation reflecting the base |evel of nonsupervisory work supervised.

e. Gading Supervisor Jobs. Under this standard, supervisory jobs
are graded by adding two grades to the grade of the base |evel of nonsuper-
visory subordinate worker. |f the base |evel of nonsupervisory subordinate
worker is AS-6 or 7 or PS-6 or 7, the supervisor job nmust be classified in
the UA category, in accordance with job grading standards for this category.

f. Determ nation of Base Level of Work. This factor considers the
| evel and conplexity of the work operations supervised and their effect on the
difficulty and responsibility of the supervisor’s position.

(1) In determning the base level of work performed, considera-

tion” nust be given to all work that affects the difficulty of the supervisor’s

job. This includes all operations for which the supervisor is held accountable

by managenent for the quantity and quality of work done. Therefore, credit

shall not be given for those work operations when the supervisor is not

responsi ble for the technical as well as adm nistrative aspects of the work. L
(2) The base level of work will be the highest |evel of non-

supervi sory work under the direct technical and adm nistrative supervision of

the position being eval uated when such work represents a significant portion

of the total subordinate popul ation (approximtely 25 percent).

Note: When determ ning the base level, exclude any work for which the grade

| evel of the subordinate position is based on a high degree of independence or
when the incunmbent of a position perforns work as an assistant or |eader. In
sonme instances, a portion of the work force may be in a training status and the
full performance |evel not achieved. I n such cases, a constructed grade |eve
may be determ ned that represents the full performance |evel.

g. Conparison of Duties and Responsibilities for Nonsupervisory,
Leader, and Supervisory Positions. The followng table will assist users
in determning the differences between | eader and supervisory positions.
Not e that nonsupervisory enployees nmay periodically perform | eader or
supervisory type duties and responsibilities during energencies or for
ot her short-term periods. However, the intent of this standard is to
allow al location to the | eader level for positions that contain |eader
duties and responsibilities as a continuing requirenent.
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EMPLOYEE

Ful I performance of
work for which qualified.

Provi des day-to-day
advi ce and gui dance to
| ower grade and | ess
experi enced enpl oyees.

Wor ks as seni or

project or team | eader

on tenporary assignments
at higher grade (not to
be used as base |evel for
| eader or supervisor).

Wrks at |evel above

full performance based on
personal expertise (not
to be used as base |evel
for |eader or supervisor)

Assunes | eader or

supervi sory duties on

an energency or inter-
mttent short term basis.

4, Supervision of AS and PS 6 or 7 Level

LEADER

Rel ays instructions
from supervi sor.

Gets the work started.

Sets work pace.

Denonstrates work
met hods and provi des
wor k-rel ated gui dance.

Ensures that worksite
materials and tool s
are avail abl e.

Checks with supervisor
on probl ens.

Checks on work and
meets productivity goals,

Ensures enpl oyees fol |l ow
security, safety and house-
keepi ng rul es.

Conducts on-the-job
training and instructions.

Perforns supervisory
duties in an energency
or other short-term and
nonrecurring basis.

SUPERVI SOR

Pl ans and schedul es
wor K.

Det erm nes perfor-
mance standards, and

eval uat es enpl oyees’
per f or mance.

Effects hiring, pro-
moting, notivating,
di sci plining, and

separating enpl oyees.

Counsel s and coaches
enpl oyees .

Supports Equal

Enmpl oynent
Qpportunity (EEO)
Affirmative Action
program

Approve | eave.

Meets with enpl oyee
representatives.

Preponder ance of
time supervising (80
percent).

Wrk (to be issued)

5. Ef fect of Reduction in Nunber of Enpl oyees Supervised in the

Cl assification of Supervisory and Manageri al

Posi ti ons

a. Some supervisors and managers are under the inpression that
the grades of their positions are based exclusively on the nunber of people

supervi sed and that a reduction in this nunber that
effectiveness may automatically downgrade their positions.

results fromtheir own

On the contrary,

a reduction in the size of the assigned work force does not adversely affect

t he supervisory position;

I n fact,

provi sions exist to reward supervisors and

managers for acconplishing their duties and responsibilities in an efficient

and productive nmanner.
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b. The Supervisory G ade Eval uation CGui de (SGEG), which is used
to eval uate supervisory duties and responsibilities across UA occupational |ines,
describes 10 or nore different aspects of supervisory work that nust be con-
sidered in determning the grade |evel of a supervisory position. The eval ua-
tion factors included in the SGEG consi der elenents such as the conplexity and
scope of supervisory duties, the level of responsibility delegated to the super-
visor, the nature and difficulty of the work supervised, and the degree of
supervi sion exercised. Additionally, the SGEG includes special adjustnent
factors thatprovide for appropriate consideration of certain aspects of
supervi sory positions not considered in the other evaluation factors.
Accordingly, position classifiers nust carefully interpret all of these factors
in order to effectively evaluate the worth of the total position. Simlarly,
managers mnust adhere to the principles of good position nmanagenent in order
to establish an effective and efficient organizational and position structure.

C. Al t hough the nunber of enpl oyees supervised shall be considered
in determning a supervisor’'s grade, this consideration is made in conjunction
with an evaluation of many other factors that neasure equally inportant as-
pects of the supervisory position. Accordingly, sound classification judgnment
must be exercised in reevaluating the position of a supervisor whose effective-
ness in directing work operations has resulted in a decrease in the nunber of
enpl oyees supervised. The final grade of a supervisory position shall be based
on an evaluation of the total position and on the relationship of each factor
to the overall worth of the duties and responsibilities assigned to the position.
It is inportant that program managers clearly understand the provisions and con- N
cepts that affect the classification of supervisory positions and that are A
set forth both in the law, and in the SGEG, or other specific standards.
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